City of Fresno E20

MANAGEMENT ANALYST |

Class Definition

Under close supervison, performs professond adminidrative and andytica dutiesin one or more assgnment
areas.

Distinguishing Characteristics

Management Analyst | is the entry level class in the Management Andyst series.  Incumbents perform
adminigrative and andytical assgnmentsin personne, budget, labor relations, training, or general adminigtration.
Incumbents performassigned duties withincreasing independence as they gain knowledge and experience. This
classisdidinguished fromManagement Anay4 |1 in thet the latter isthe journey leve dassin which incumbents
perform the full range of duties with aminimum of supervison.

Typical Tasks

(Thisligt is neither inclusive nor exclusve. Consequently, thisinformationmay not reflect Essential Functions for
this class)

Andyzes the organization, adminigtration, operations, and functions of an operating department through reviews
and evaduation of organizationd units makes recommendations on staffing requirements and functiona
assgnments.

Prepares, reviews, and administers operating department budgets within established policies and procedures.

Studies and resolves problems in budget and personnel as they relate to organizationa development and
operations.

Reviews and evauates operating policies and procedures, recommends revisions when necessary.

Recruits gpplicants and administers competitive examinaions, conducts classfication studies, job anayses,
operationa audits, and sdary and benefits studies.

Assgtsinpreparing the City’ sannua budget; providestechnica direction to other staff responsiblefor preparing
and adminigtering departmenta budgets.

Conducts and coordinates research in response to discrimination complaints filed by employees with state or
federd agencies, investigates and assures City’ s compliance withrulesand regulaions pertaining to Affirmative
Action and Equa Employment Opportunity.
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Coordinates the Employee Medical and Hedth Screening, Workers Compensation and Unemployment
Insurance, and Employee Assistance Programs.

Conducts safety ingpections to prevent accidents; investigates, andyzes, and reports accidents; conducts safety
programs, adminigters various loss control activities.

Organizes and/or conducts employee traning and development programs, including new employee orientation
and in-service training.

Adminigters Summer Y outh and Student Intern programs;  coordinates Tuition Reimbursement Program.

Collects, compiles, and andyzesdata; determines needs and prepares funding gpplications for avariety of Sate
and federd grants, implements, monitors, and eva uates the program projects.

Servesas City g&ff for various City boards and commissions; coordinates public hearings, makes presentations
and provides technica information; actsasliasonbetweenthe City adminigtrationand boards and commissions.

Participates in employeg/employer relations activities, collects, compiles, and evauates data pertaining to
compensation, fringe benefits, and working conditions, participatesin labor negotiations;, advises and assgtsin
labor relations matters.

Performs related duties as required.

Knowledge, Abilities, and Skills

Knowledge of the principles and practices of organization, administration, and management.
Knowledge of datistica methods, research techniques, and applications.
Knowledge of report writing techniques.

Ability to acquire knowledge of municipd organization and operation, including budget and personnel
management, workers compensation, and unemployment insurance.

Ability to collect, compile, andyze, and interpret technicd and Satistical data.
Ability to prepare and present accurate, comprehensive, and concise reports and recommendations.
Ability to interpret and apply complex regulations, legidation, and guiddines.

Ability to understand the complexities and learn the techniques of Iabor negotiations.
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Ability to make clear ord presentations.
Ability to establish and maintain effective working relationships with those contacted in the course of work.

Minimum Qualifications

Graduationfroman accredited college or universty with a Bachelor's Degree in Business Adminigtration, Public
Adminidration, or closdly related fidd. Experience equivaent to that gained as Staff Assstant or Executive
Secretary with the City of Fresno may be substituted for the required education on a year-for-year bass.

A Management Anayst | may be promoted to Management Andy<t |l after one year of experience and uponthe
recommendation of the appointing authority.

Necessary Special Requirement

Possession of avalid Cdifornia Driver’s License at time of gppointment.
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